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Job Description
	Post title
	Programme Support Officer

	Faculty / Directorate (Tier 1)
	Executive Portfolios

	School / Division / Department (Tier 2)
	Merger Management Office (MMO)

	Tier 3
	Merger Management Office (MMO)

	Grade
	6 

	Reporting to
	Director of Strategic Projects

	Line management
	No direct reports 

	Job category
	Professional Services

	Job function
	Programme Management 



	Role Purpose 

	King's College London and Cranfield University have announced their intention to merge in August 2027. Project Whittle is the programme established to support due diligence, merger agreement development, integration planning and Day One readiness across the two institutions.
The Programme Support Officer will provide coordination, administrative and analytical support to the Merger Management Office for Project Whittle. They will support the effective running of the programme by organising meetings and workshops, preparing agendas and papers, recording actions and decisions, maintaining programme logs and trackers and following up with workstream leads to ensure actions are progressed within agreed timescales.
The postholder will help maintain core programme controls, including the RAID log, action log, decision log, dependency tracker, deliverables tracker and document repository. They will also support the collation of information for programme reporting, due diligence activity, integration planning, workstream updates and governance meetings.
The role will require strong organisation, attention to detail and the ability to work confidently with colleagues across King’s, Cranfield, external advisors and programme workstreams.
Duration: Initially 12 months, with any continued support through post-completion integration and stabilisation to be reviewed as the programme develops.



	Key Responsibilities  

	Programme controls, planning and reporting
· Manage the PMO reporting cycle, coordinating workstream submissions and ensuring programme information is accurate, consistent and available for review and decision-making.
· Maintain the integrated programme plan, milestones and deliverables with programme and workstream leads, checking sequencing and dependencies and highlighting slippage or changes affecting the critical path.
· Review and challenge workstream updates, resolving gaps, inconsistencies and unsupported progress statements with owners before consolidating reports for programme leadership.
· Maintain change-control log, ensuring proposed changes are supported by impact assessments, considered by the appropriate authority and reflected in approved plans and programme records.
· Maintain and update key programme controls, including RAID log, decision log and action log.
· Track actions, decisions, risks and dependencies, following up with owners to support timely completion and escalation where required.
· Collate progress updates from workstream leads and support the production of dashboards, reporting packs, briefing materials and summary analysis for programme leadership.
· Facilitate regular reviews with workstream leads, challenge unclear or outdated entries and follow up mitigating actions and assumption validation, escalating material concerns within agreed reporting arrangements.
· Track cross-workstream dependencies, confirm the required inputs and dates with the relevant teams and highlight unresolved ownership, conflicting commitments or delays affecting delivery.
Governance, meetings and stakeholder coordination
· Manage the merger management governance forward plan and coordinate meetings, workshops and working groups, including scheduling, agendas, timely circulation of papers and minutes.
· Work with chairs and paper authors to clarify the decisions sought, check submissions and produce accurate minutes, decision records and action notes for review and circulation.
· Maintain action and decision records, follow up agreed commitments, check evidence before closure and escalate overdue actions or decisions that threaten programme milestones.
· Act as a central PMO contact, build effective relationships across both institutions and with advisers, and help colleagues understand reporting requirements, decision routes and deadlines.

Programme Support
· Develop and maintain robust document control processes and standards, ensuring compliance with confidentiality, information governance and audit requirements.
· Track due diligence and integration-planning requirements, information requests and agreed commitments, linking outstanding inputs and evidence gaps to owners, deadlines and delivery plans.
· Manage the administration of recruitment and onboarding of new staff to the Merger Management Office.
· Provide flexible programme support across the Merger Management Office, responding to emerging priorities in a fast-paced and sensitive environment.








	Our Expectations

	There are some key duties and responsibilities that we ask all employees to adhere to.
We ask that the successful candidate:
· Positively contributes to an environment at King’s that truly represents Our Principles in Action where every individual feels safe, secure, and supported.
· Complies at all times with the requirements of health and safety regulations to ensure their own wellbeing and that of their colleagues.
· Develops an understanding of sustainability, including its impact on the University and the work we do, and engages in sustainable practices in the workplace.
· Ensures they are working in a safe environment, complying with policies and regulations, ensuring confidentiality and only releasing confidential information obtained during the course of employment to those acting in an official capacity.
· Complies with King’s protocols on the appropriate use of telephone, email and internet facilities.




	Equal Opportunities

	At King’s, we believe that the diversity of our community and a culture that is welcoming, open, inclusive and collaborative, are great strengths of the university.
The Equality Act of 2010 protects the rights of our students and staff and provides a framework to fulfill our duties to eliminate unlawful discrimination, harassment and victimisation and in addition, to advance equality of opportunity and foster good relations between those who share a protected characteristic and those who do not. At times, this will include balancing rights and beliefs that can feel in tension.
We are committed to free speech and to academic freedom, believing that our foundational purpose as a university, is to create spaces where a wide range of ideas, including ideas that are controversial, can be discussed and debated, and where members of our community can express lawful views without fear of intimidation, harassment or discrimination.
When engaging in the robust exchange of ideas, we ask that our community is mindful of our Dignity at King’s guidance
We welcome your thoughts on how organisations can create an inclusive environment, including one which supports free speech and the exchange of a wide range of ideas.  





Person Specification
	Post title:
	Programme Support Officer – Project Whittle

	Grade:
	6 (proposed)

	Criteria:
	To be assessed via:

	Essential (8 criteria):
	Application
	Test /
Assessment
	Interview

	Experience supporting complex projects, programmes or PMO activity in a large organisation.
	X
	
	X

	Practical knowledge of planning, RAID, change control and governance, with experience challenging information quality and supporting timely escalation.
	X
	
	X

	Strong analytical skills, including validating information, identifying trends and producing accurate reports, dashboards and recommendations for senior colleagues.
	X
	
	X

	Excellent organisation and delivery skills, with the ability to work independently, balance competing priorities and follow actions through to completion.
	X
	
	X

	Strong stakeholder and communication skills, including explaining complex information, constructively challenging updates and coordinating colleagues across organisational boundaries.
	X
	
	X

	Experience coordinating governance meetings and workshops, preparing agendas and papers and producing accurate minutes, action notes and decision records.
	X
	
	X

	Proficiency in Excel, Word, PowerPoint, Teams and SharePoint or equivalent tools for managing programme information and producing clear reporting.
	X
	
	

	Sound judgement, discretion and attention to detail when handling sensitive information and maintaining records, version control and appropriate access.
	X
	
	

	Desirable:
	Application
	Test /
Assessment
	Interview

	Experience of higher education, research, the public sector or another complex stakeholder-led environment.
	X
	
	

	Experience supporting a merger, integration, transformation or organisation-wide change programme.
	X
	
	

	A relevant project, programme or PMO qualification or training, such as PRINCE2, MSP or P3O, or equivalent demonstrable knowledge gained through practice.
	X
	
	

	Experience preparing dashboards, management information, governance packs or programme assurance materials.
	X
	
	X



	Last reviewed date:
	[Date to be confirmed]
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